CONTACT RECORD

CASE FILE NO.

INSTRUCTIONS: Summarize all contacts involving official business, to include minor matters that do not merit a memorandum. (Complete by hand)

COMMODITY ROUTING
COMMENTS ON
TO: REVERSE (Check) | INITIALS DATE
YES NO
IN PERSON INCOMING TELEPHONE NO. CALLED
TELEPHONE OUTGOING
DATE TIME
SIGNATURE

PERSON(S) CONTACTED

NAME AND ADDRESS OF ORGANIZATION WITH WHOM ASSOCIATED

1. SUMMARY OF DISCUSSION

I:I CHECK IF CONTINUED ON REVERSE

2. COMMITMENTS MADE, TARGET DATES

I:I CHECK IF CONTINUED ON REVERSE

3. REMARKS

I:l CHECK IF CONTINUED ON REVERSE
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